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Title: Public Health Nurse Classification:  Personnel Bylaw 

Department: Health Department Grade:  Fixed Rate and Salary Scale 

Reports to:  Health Director FLSA Status:  Non-Exempt 

Effective Date:  09-28-22  

 

Summary 
The employee provides health and the prevention of disease by performing professional nursing work in 

administering various public health programs and providing administrative and informational support 
services to the Board of Health, local officials, residents and members of the medical community, all other 

related work as required. 

 
Essential Functions 
The essential functions or duties listed below are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the position if the work is 
similar, related, or a logical assignment to the position. 
 

Identifies at-risk populations; develops programs to meet identified needs and to provide prevention and 

health promotion services to the community. 

May coordinate specialized health care or training programs or projects, such as general health clinics, TB 

clinics, public health education/promotion programs in response to community need. 

Maintains appropriate documentation. 

Coordinates services with private, public and community voluntary health and social service agencies; 

serves as liaison to community groups and provides public health education through presentations and 

the preparation and distribution of educational materials. Manages postings for social media, etc. 

May have independent responsibility for major specialized public health programs including but not 

limited to communicable diseases, emergency preparedness. 

Protects and improves the health of the community, prevents injuries and disease, controls infectious 

disease and promotes healthy lifestyles. 

Performs various staff/administrative functions as required, including preparing reports and 

correspondence, entering and retrieving computer data, copying and filing documents, attending 

meetings, answering the telephone, ordering supplies and equipment, etc. 

Maintains professional certifications and attends trainings, workshops, seminars, etc. as appropriate or 

directed. 

Performs other similar or related duties, as required or as situation dictates. 
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Supervision 

Supervision Scope: 

Performs various duties of a complex nature following acceptable standards of quality and performance, 

requires independent judgment in determining methods of completion and carrying out assignments. 

  

Supervision Received:   

Works under the supervisor of the Health Director in accordance with departmental policies and 

procedures, requiring the ability to plan and perform operations, and to complete assigned tasks 

according to a prescribed time schedule.  Refers all questionable cases to supervisor. Work may be 

verified for accuracy or correctness. 

 

Supervision Given:   

None 

 

Recommended Minimum Qualifications 
Education, Training, and Experience 

Valid license to practice as a registered nurse in Massachusetts with five years’ work experience; 

Bachelor’s degree in Nursing with public health experience preferred; or an equivalent combination of 
education, training, and experience.  

 
Special Requirements: 
Valid Driver’s license 

Registered Nurse 
 

Knowledge: Thorough knowledge of principles, methods, techniques, and state laws pertaining to 
nursing, HIPPA, vaccine management, records retention, and communicable disease reporting systems 

(MAVEN, MIIS.). Public health fields including epidemiology, disease prevention, and environmental 
health.  

 

Abilities: Ability to work effectively with peers, local officials, residents, and members of the medical 
community. Ability to maintain accurate records 

 
Skills: Excellent customer service skills, written and oral communication skills. Proficient administrative 

skills; proficiency in the use of software including word processing, data entry and spreadsheet 

applications and specialized software. 
 

Job Environment  
• Majority of the work is performed under typical office conditions with frequent interruptions; work 

environment is moderately noisy, a small portion of the work is conducted in the field, with 

exposure to various weather conditions. 

• Operates an automobile, computer, printer, telephone, copier, facsimile machine, and other 

standard office equipment. 

• Has frequent contact with the public, local officials, residents, co-workers, and members of the 
medical community. 

• Has access to department-related confidential and/or sensitive information.  
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• Errors in judgment could result in hardship to the town's citizens, lower standards of service to 
the community, possible negative public relations for the department and town, and monetary 

loss or legal repercussions for the Town. 

 
Physical Requirements 
The physical demands described are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  
 

While performing the duties of this job, minimum physical effort is required to perform administrative 

duties. The employee is frequently required to speak, hear, sit, walk, stoop, kneel, crouch, and reach 
with hands and arms as in picking up paper, files and other common office objects and operate 

equipment, and assist elderly clients. Employee may seldom lift and/or move objects weighing up to 30 
pounds. Vision and hearing at or correctible to normal ranges. 

 
This job description does not constitute an employment agreement between the employer and employee, and is 
subject to change by the employer, as the needs of the employer and requirements of the job change. 

 
Pay Equity/Equal Opportunity/Americans with Disabilities Act Employer 


